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MEMORANDUM FOR: Acting Deputy Dirvegtor (Administration)
THRU Chief of kdminietration, DO/P | |
SUBJECT: Burvey Beport of the Supply Seotion/FE/Adninistretion

1. PRODIEM. To re-evaltete logistics type T/0 positions within the EE
Mvision with & view toward debersinings

2e

3

£e

be

The appropriate looetions orgenizetionally, for the mtr soonomie
and efficient performance of essential logisticel functiens m&,

The mintwom nunber of personnel estimsted to be reguired for t»m
performance of such funetdons.

ACSUNPTIONS.

Bo

e

Co

Thet the procedure, row under development, governing the preparstion,
review and suthentication of the Logistics) Annex required as an
attachmont to any project having s wobteriel reguirement, will creste
a worklosd for the Sves Bivision Supsly Section whieh is consider-
ably in excess of thet wnder the present procedures

Thet the reviszed diredtive, now in tie provess of coordination,
eoncerning the nreparation snd progessing of the Vorecast Materiel

Requivemente will be spproved substantielly sp written amd will

sliminate the commelidsbion formerly performed by the Supply Section.

That revised Fisdld Supply Procedures, _ by providing 25X1A
for the preparstion of requisitions st field stellon level, will
remult in 8 reduction of workloesd in the Ares Jvisien Supply fection.

FAOTS BEARING OF THY FROBIEM.

Ke

ba

The entire sysbem of logistical precedures is in the proceszs of
revisions

The funections of the Supply Section, EE/admin, require restatement
in order bo saveld Implying e Tar wider scope of responsildlity than
sotually exists.

The T/0 of ths Supply Section, ER/idmin, nansiuta af aix maiﬁam, :
three currently occupleds The Section fpv o b —
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definable sctivities within ite functionsl responsibility. Yery
Timited production records hove beon meintained.

d« There in only one officislly spproved jJob deseription for the
Section, thot of thy Section Chief.

¢e In the atasnce of wpecific work units spplicable to She meveral
vparations perfermed $u thie Ssction, snd estobliched time standerds
for emch puch operation, it has been necessary to set wp sxbitrery
foctaors snd scoept guch sctusl counte therefope »ﬁﬁ ‘wre avellisble
and Yo meke mﬁmmmm» the others.

e BISCOUYTOR

B+« #11 aspecta of the fAgeney logletical system are currently wwr
study in order fo sttein & tighter logistiea) contyrel and provide
edequate coordinstion in the preparstion and proceseing of a1l re-
lsted documentey The situstion le genorally as followss

(1) logisticsl Annexes are belng prepsred under procedures whish
are lavgely obsclete ea a result of the recent 080/0PC merger.
& proposed revision of g1l pertinent directives hos hesn pre-
pared and s balrg circuleted for concurrence of the intevested
parties. This revieion will provide for the prepsration of
deteiled and jtenined monox atbachments to those projects have
ing meterdel vequirements, md for complete coozdinetion and
concurrenco; before the project apd snnex iz released from the
origineting divisien. It is impossidble to determine exactly
how muel this revised procedurs will increese the workleed of
the Supply Bection but it is sofe to assume thet persenmncl of
the Section will heve Yo work clesoly with the Counbtry Desk or
Cage Ufficer in the preparation of the anmex in order 1o ssgure
that steck nomboers, nomencisture snd prices are corvech end
thab w1} pertinent Mgismml aspaocte are congldered in the
development of the meberiel requirementsg

(2} #°propesed directive ip now being eireulsted fopr concurvence
whieh, if epproved, will cirauge the current procedure for the
preparation, processing, review, consolidabtion and pericdie
sdjustuent of the pemi-snwuel Porecest of Moberiel Requirementa,
This directive should reduce materizlly the amount of work
formarly performed Ly the Tupply “ectieon: The former reguive-
ment, that forecssts must be consolidated for the Division, is
now reduced to & "review and sdjugstment® of individusl field
shation forecasts bo bring them in line with "eurrent plans and
eperatlons®, Consolidetions will become & wachine records
oparation.

-~a -
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Hober GFIB/Admin stabes thwt Forecests csn nob and will ot
be prepared in the fleld, that they must be proepsred at
Sountry Yesks and then go to ths field for review and
retorn.

fioviged Field Yopply Procedures _ have besn reproducsd

in tentabtive form and ecordineted. This procedure provides

for the proparation of reguisitions in field stations, bssed n
the new supply cetalops and price lists. This new routine should
regult in 5 sizmeble reduction inm the mmber of requisitions
preyared in the Supply Seation.

In svematlon, the proposed procedure for the prevarstion of
Togistics Amexes will inerease the worklesd of the Supply Sec-
on booange of the sppsrent demsnd Tox complete liemization
and pricingy the proposed procedure Tor the prepavation snd pro-
gegsing of Forecepbs of Yaberiel Eeoguivremente will sharply re-
duce the workload of the Zection beesvas conzolidations will
now be done on electric accounting machinesy and the new supply
procedures will veduce the presont worklosd of the Section by
reguiring the preperstion of requisitions in the field hesd~

?
The gtetement-of functions under whleh the Supply Section ip
operabing (See Tab 2) iz not realistlc when aowpared to setusl
sctivitlies performed and current scope of responsibilities.

The sxisting stabement of Punctions was written immedistsly

following the OB0/0PC merger snd bafore the Offise of Logistics

wag exparded o ids present scopes The prement responsidbilittes

are suoh lees then were envisioned at the time the functions

gv&gzimwmg Tab B in the text of functions proposed for the
evkione

The job desoripbion for the Sectlon Chief is the only one that
hog been written and approvedé This dessoripsiom, like the
funsbions, and possibly for the sama reasons, includes aetivie
tleg that are not solely the respensiltility of the Division or
fection and could be interpreted to incluwde cexbain responnie

iXidies which are now within the scope of the Office of

loglotions (Sce Twb ©)

The worklosd of the Supply Bection inwelves the Zollowing
sotivitions

(s} Assistance in the preparabion, snd the review, scordinstion
- and aubhentication, of Togistlioes) Anneres i

{’b} Hoview, sdiustment snd coordination of Forecasts of Usterw

MEI§RDP78-03985A000600020007-3
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{e) Propevstion of Requisitions =od Fequests for Shipment snd
follow-up to sseure timely delivery.

{4) Proceseivg of vehicle requostss

{e) Processing requirements for rea) estste, construction or
slioration.

(£) Provessing of inventory reports.

{g) Processing of vecarring reports.

{h} Mainbenanece of necessary records énd. filom.

(1) Preparation of orders for books and periodicale.

{3) Servieing of divisions) requiremente for spece, furaibure
and telephones.

{k) Caloulstion of the awnusl cost of Muplication of intelli-

genoe doommentis.

Hobes Zee Tate D and N for sbteps imvolved in the Tore-
guing ackivitios.

In studylng the seblvisies end responsidilities concernsd, 1t
would sppesr thet three setivities presently charged to the
Supply Zection should ve parformed sleswhera, ltems 7 1 thwu X
atove are of en sdsinistratlve and servige nature} requiring
Utle or no specialived logleticel kmowledge, end pessible of
sgeomplishment by administrative amd clericsl personnel of &
mich lower grade thut those awslgued to the Supply Section, thue
relleving soch speclalised personnel for the performsnce of
sctivities of & loglatiesl natures

No speeifie work unibs have heen developed for the activities

of an srea division mupply sectiom, nor sre thove any pproved
axperiences fsctors repressnting the standard men houve neCassRTy
to perforn such sctiviiies., In the absence of adequate hisbor=
ieal sxperisnce detn, it has been nacespary to sstablish certpin
arvitrery factors Lo sccoont for the man hours expended in the
Bectiens The pericd of this murvey did nob permlt the esteblishe
ment of actual time equivslents for these operstions, henee
uptimotes were aovepbed in seversl instenges. While these
fachore have no particuler significange in themgelves, it ip

belleved that they will prove helpful for comparstive purposes ag

the sarvey is extended to the other aves divisiens. 4 come
pilation of the dats collected in o1) ddvisions sbould indlcate
questionable deviations from the norms. Ses Tab Py

. Setrity Information
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{10) The /0 of the Supply Ssetion subthorizes six posltions.
Three positions sre Pilled. See Tab 0. The Section has
been sccomplishing ite sseigned activitles. Proposed review
ions o the logisticsl procedures will change the work of the
Beectione VWork will ‘norease in certaln activities and de-
orease in others. Certsin sebtivitize oow performed ars not
of 8 logiaticsl nature and can be performed elsewhere with
lower grade clerios] parsonnsle Tn view of these fects, there
iz 1i%%le resson te belleve that future operation of the
Section will require wore personnel then are now on bosrd.
% 42 delieved advisable to retain, temporarily, one vacsnt
Sopply Ufficer position se s back stop sgainst any unforseen
pro¢edorsl iwpact whilch may develop e a result of the current
revisiony of dlyectives.

Hoter Muring the time this survey was in process, one
position (#31, Clerk-Typist, 0S=h) wes transferved by
C/EE/Admin from the Supply Section T/0 to the Dudget
Seetion 1/0. .

{11) The Supply Seeblon melutaine llsison with the Office of
Toglatios through a Coordinsboy provided by that Office.
This appears to be s very desirsble arrangement sines it
allows the Seebien to denl with one man rather tbhan with esch
of the seversl olaments of the DfTise of logistica. The
Canxdinstor ssmlsts the Jupply Sectious and, thowugh the Sseow
tionm, the country desks sud cese officers, Ly providing iufore
mation en all phases of the supply and proawrement nroblem.

By malubaining convimous contsob with the Supply Section erd
a1l slements of the Offise of Iogisties, he iz able to get
Impediate sction on wost of the problems that eripe. Bacsuse
of bis close contact with the Diwision, he is able to discuss
predlems in their operations]l sspects when desling with the
tachnlenl Yoglabics slementsy The sppointment of the Coope
dinator geens to be si excallent iden in view of the olose
eoordination and sorrelstlon thot must be meinteined between
‘an Aren Mvision end the 0ffige of Logisties.

Se  COHCLUSTONS o

fa 3’:&_ is nob peseible to determine securately the fmpact of forth=-

e

condng Jogiatical procsduress Howsver, & review of tentedive drafts
of the revisions indicstes thad, in tobal, the workloed of the
Bupply Begbion will not be groater then under present progeduraes.

The functions under whieh the Supply Seption is now operating should

be rawritien to exactly delineate the scope of responsitdlity withe
in the prement logietles) gystemy See Tob B;

' - 51.
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c. The Job dsscripiion for the Sechtion Chief should be revieved to
agsure thet 1t does not saxo@ed the sroa and seope of the functiopal
respousibility pluced on the Jsctions Job deseriptions should be
preparsd end processed Por the obher ccesupied slots in the lection.

de« The woriload of the Supply Section conglsts of severel clearly
defineble activitiea., These ere listed and deseribed sbove and in
the asttaehed Tebs U thru ¥. Certein of these activities, being of
an sdministretive pature, should be perforsed elsewhere within the
Myidlon. Thouse heving & logisticsl nsture, par. 7 (&) through (g)
ebove, sonpist of sbeps that maeb be lakem on behelf of the Diviasion
and could not be performed ss well ab any other Division level, nor
at sny point cutside the Division. They cencern the coordinstion of
efferd on the part of other divialon elements and gertelin reviews
snd subthentiosbions which are ezt performed ab thae Division Biaff
lovels

e In the sbsence of eperience deta peymidting the epplication of
work measuvement technigues, the 9/0 requivesonts of the Pection _ -
can not be debermined on the bosls of produption feelors, The See. R
$ion has been porforming ite miceion with the pevsonnel presundly '
spgigned ~ twe Supply Officers xznd a Secrebavys The worklusd impset
remdting Drom procedures #6110 to be written can not be Jefinitely
owgluated bat it does not aprear thabl thore will be mfw arﬁimiwr
inereass in bobale It 18 voncludad thed the prepent T/0 ¢an be
pafely redaged to four positions, lupving one vagent &up;ﬂ,y Mficer
posltion 4o be filled only upon evidence of an incresss Ln the
logistionl workloeds There is no evidence that the Sectien can be
reduced bélow its present strength of two ﬁvwly tﬁ:tﬁwm and one
Beoyebarys £ee Tab He L

6. RECHBIENUATIONS

8« In view of the foregoing, it is recommended:

{1) Uhat the Supply Seotion T/0 be veducad $o four positions « the
thyes presently £illed plus one to be held vecnnt pending the
deberninstion of impaed resuliipng from ferthacming procodard
raginiong.

{2) Tows the funstions uf the Jaction be restated ae shown in
| 2ab B
{3) Thet the following %tivimaa e Lrapsferveds

o BB/ Rdmine ﬁdﬁ?&&nm Servieens Sestion

 Fesponsibility for division spags, furnitave and telephone
" pequiremonts, moves, ellocablens, aﬂﬁa&

-6 -
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Bepponsitility for consulidebing, requisitioning, distri-
baubion and servieing of book and periodical orders.

fo  EE/Admine Budget Sectlon
! Responaibility for nreparation of snnusl estimate of cost
' for the dupliestion of intelligence doguments.

Te COORDINATIONS This veport, in draft form, was discussed with the

Chief, Bi/Adnin, whe concurs on all major points and 4s slready imple-
mmmg periain of the vecommendations made herelins

25X1A

ffice of legistics Hepresentetive:

12 Aagust 1953

hegbi Manegement Offiner, ID/A
{Fop “Mw Elandestine Services)

Yansgenmant Officer, DO/A

Atachmenty
A thro P (2)
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FROPGSEDL PURCTIONS

SUPPLY BECTION/LE/ADMIN

MAJOR FUNGTIONS:
1.

2,

3.

k.

5a

6.

7.

&,

b

Reviews programs, project logistical snnexes, other plans and decu-
nente srning the logistical aspects of Divisgion activities, and
ssendments thereto, {0 assure, through coordination with the Office
of Legistics, 155, Commo., Medlical (Ifice and other technical com-
ponents, that requirements sre within svailsble resources and fore-
soeable capabilities, and obteins (ffice of Logistics concurrence

where appropriate.

Provides specialized advice snd assistance, on request, to Livision
in the preparation and processing of logistical com-
pilations and tebulations.

Coordinates with Office of Logistics to assure adequate and timely
supply of materisl, including rsal estate and vehicles, for the
tiﬁ#! operational activities within the [ivision's ares of respon-
sibility.

Recelves and reviews supply requests from the field and coordinates,
where necessary, with other Agency compoments having operational
interest thereln.

Prepares formal requests for supplies and egquipment, with appropriats
shipping instructions, and forwards to Gffice of logistics for action.

Coordirates Divisien complisnce with authorized requests from the
Office of Logistics for logistical tabulatiaons, forecasts, inven-
teriss and reports, and prepares consolidations where necessary.

Revisws [ivision T/E's and A's allowance and consumption factors, .
steck level requirements, etec., for adequacy.

Mainteins lialson on behalf of the Civision with other [i/F and
Agenoy componenis on logistical matters of common concern.

Coordinstes the selection of Logistical personnel for assignment to
the EX Division Feadquarters and Field estsblishment, -

Sanitized - Approved Fsir(Rfi¢ase : CIA-RDP78-03985A000600020007-3
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] - 1, Checkone: . 31 Qmﬂal headquarters: . 4, Agency position No.
No. r
Standard Sorm No- 15 Bopt (900t @foj
: itized - Approved : -
San It pp 5. 0. 8, Q. certification No.

3. Reason for submission:
a) If this position replaces another (1. e., s change of dutles
UNITED STATES CIVIL SERVICE COMM'SSION @ in an existing position), identifyg such sltign by title,

allocation (service, series, grade), and position number
POSITION DESCRIPTION

8. CLASSIFICATION ACTION

8. Date of certification

R/ &l
(b) Other (speelty) ) 7. Date received from C. 8, C.

CLASS
ALLOCATION BY CLASS TITLE OF POSITION INITIALS
Bervice Serles Grade

8. Olvil Service Commission

b. Department, agency, or
establishment !

Supply Offieer GR | 2008 33

¢, Bureau

d. Field office

. Recommended by initiat-
ing office

9. Organizationsl title of position.(if any) 10, Name of employee (If sucancy, specify V-1, 8, 8, or 4)

¢. Third subdivision

—Conbral Tntelligence igency —Adminiebretion 4 Loglstics Steff
&. First subdivision ' i d. Fourth subdivision
o. Fifth's islon.

12. This is a complete and accurate description of the duties and responsibilities of | 13, This is a complete and accurate description of the duties and responsibilities of this
my position position

4 Y
b. Becond subdivision

(Signature of immediate supervisor) (Date)

(Signature of employee) (Date) Title:

14, Certification by head of bureau, division, field office, or designated repreaeittatlve 15. Certification by department, agency, or establishment

(Signature) (Date) (Siguaturs) (Date)

Title: Title:
16. Description of duties and responsibilities (See Guide to Position Classifiers, Employees, and Supervisots for the Preparation of Position Descriptions, Standard Form No. 75A4)

Under the genersl direction of the Chisf and Deputy Chief, idminmistretion
and logistica Staff, serves za Chief of the Supply Braneh; with responsibility

for providing logisticsl planning for snd suppord of programs and projecta under
the eognisence of the Eastern Emropean Divisien,

Is respensible for planning of material snd faellisies reguiremente for
EE sperntions, both current and future, besed om the naturs snd extont of
the varicue operstienal activities now 4in pregrese or to de ¢ lemented
im the TE thoatre of anarstions By analysis 25X1R
of going or plamned vperstionsl projects md progrens, develops bagic deta 23 4o
aesds penersted therefrom for eguipment and supplies, beoth as to type and
quantity. Partieipstes in projeet ~nd progrem plaming $o assure thet material
requirements therefor ere within svaileble resources ¢r forssessble capebilitiee.
Provides adviace and guidance Yo Division oomponents in planning or carrying out
operational activities with respect to logistiee aspecta, Buch as to syailability
or non-availability of specific items of equipment or supply, surrent or expected

25X| A
lease : CIA-RDP78-03985A000600020007-3

If more space 18 required, ubdat"bl!le and additional pages size 8 x 10%5 16—47700~3 U 5. GOVERNMENT PRINTING OFFICE

Qmmatrmber b adfonea



Sanitized - Approved For Raleasg., CIA-RDP78-03985A000600020007-3 .

m,emgu lesd time required for acquisition or memufacture of msterisl iteme,
ok, od on eurrent policy issued by the Cantral Inmtelligence Agency
procuresent authority or inm secordence with their sdvioe in regerd %o specific
i%ems of equipment or supply, recomnends mcdifisation of mags.atmz suppert
plans for opereiionsl setd kiu to conform with extsting pensy lieg or to
reflect turrest merket condidlons affseting procurememt of specific tipes of
quantities of meteriel,

Bxsed on spproved apemhaml plene tuken namury steps to procure
materiel in support thersef by g draving n the Uontral Intelligenes igency
procurenant snd supply fx‘aa’i*t* 8 (Lema, m/msq, for items secured on the domaziie
mkﬂ; or {2) drecting, within praporibed 1imite, procurement on the foraign

gnﬂiml&r t&ai& activities congerned, Develops and pressuds Justifice«
t.iea fﬁu’ 4 stiecsl eptimetes whan called npon to do so by reviewing =lements,
oither u!thi,n or in other offices of the Azensy. HReprusents the Division
in ldaison with other slemente of DB/? or :mm* components of the Agenoy im
ragard $o0 logistics) matters. , o

Coordinates snd sonducts the dﬁy-‘cﬁ-da; logistica) sctivities of the
Diviet on, ineluding the mits!:ln ﬂ}ewb* on of critiesl 1wame of meteriel.

C T Bupeyvises the uintmnce of ;Mh inventory sontrol and property wocount

mm covering facilitiesn, mi%m‘b, and supplien as are requirsd ¢ confomm
with applicable regulations nnd to ena: 1s the Divisieon %o perform of Cectively
$te logistiocrl support mission.

' Yormilates, reviews, znd obtaine l?!imi of Division T/Biw, T/L*a,
special allowances for fiald suppert sectivitles, including formulation of standerd
- #apply snd replecement factors and consweption rates..

S@ammt the developwent and presentation of the Srensportation and
uh!.ppiw requiresonts of the Mvleion snd mﬁiﬁm tronsportetion and snipping
n’sicm a8 requlired,

Loordisater znd processes the DMvision's real aﬂate axﬁamar transportation

Perforns related dutien an sesigned, |

TR RET -
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SUPPLY SiCTIOR TASES

WCISTICAL ARNEX s

¢ Desk, Cast Cfficer or Jthers baving responsibility for the
tion of a project:

1. Complles the Annex st time Project is being developed, with the
assistance, if requested, of the Supply Section.

2. Ceondinates specialired sspecis of materiel aunex with appro-
priate division functionsl or :enior Staff.

&, Anpex sections perteining to TS5, Commo, and redical are
prepared by these offices to be included with the peneral
Annex, '

3. Obiains sssistance of the Supply Section, and, through them,
- from the Office of Logistics, if needed.

L. Takes into consideration sueh questicns as:
a. Cemformance Lo Iivision Program.
b. Avallobility of materiel.
6. Sultabllity of items,
d. Supply possibilities and lsad time.
s. Possible substitutions.
f. Other spplicable aspects.

5« Coordinates with Supply Section to cetermine correct nomen-
clature, stock numbers, prices and cstimstes, ete.

6. Obtains sign-off ty the Livision Punctional Staff concerning
eonformance to Division Progras.

Supply tection, E/Admin;

1. Provides sssistance, 35 required, to Cess (fficers and others
in the preparstion of Materiel Annexes.

2. Reviews Amnnexes for completeness, considering all sspects of
the Project.
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reation

3. Cbtains approval and sign-off of the appropriate “enior Staff
isdicating Project conformance to the oversll Program.

L. Obtaine consurrence and sign-off of Offlce of Logistics Lo the
sapply aspecis of the Annex.

5. Forwerds to Si/tdmin,

1. Reviews for conformance %o I'ivision Progrem snd for necessary
CONONITENCOS,

2. 0Obtains epproval of livigion Chief.

3. Forwsrds to IT/P/idmin,

1. Reviews proposcd Project and Armex for persounel, funds and
supply sspects, assures to required concurrences and confor-
mancs to the ovarsll m)/’? Progran,

2. Presents Project to Ops, Officer, LL/P.

W officer, DL/Ps

1. Reviews Project with appropriate “enior Steff and Admin,
representatives,

2. Mwxy approve Projects requiring {25,000 or less and sends others
s Preject Review Commiltes, with recommendations, for final
spproval sction.
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SUPPLY SECTION TASKS

HATERIEL FORBCASTS:

office of logistics:
1. Preparss 'Order Pads' on which Forecasts srs %o de prepsred.

gupply Bection:

1. Distributes Crder Pad forms, with instructions if necessary,
" to the Coumtry iesks.

Country Desks:
1, Completes Ordsr Pads by vriting in sll supply and equipment items
) wg&md for Projects, phased over 8 two year torm - by quarters
for the Pirst year and by half years for the second year,
2. Forwards completed Order Pads to the sppropriate field office.
Fisld Headguarters:
1. Edits completed Order Pade for comcurrence, marking thoss items
) ghtainshle from locsl or theater stocks, these %o be obtained
locally, and any changes recommended.
2, Returna edited Porecast to Country Desk, Readgusrters.

Couniry Desk:

1. Reviews and forwards to Supply Sectioem.

w cection:

1. Feviews Ferecasi for nomenclsture, stock numbers, sultability,
availebility, etc. _

2. Obtalns concurrences, a8 necessary, from TS50, Commwo, Hedical
and appropriste staff elemsnts,

: t this point former procedures are changsd by a pending
Hotes g.egiaticpaz directive - under it the fommer cunsclidations
reguired of the Supply fectlon will be dome by IBN machines.
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PROCESBING UF REQUISTTIONS:
bivision Logistics fectiom:

1, Receives reguest for stock, by cable, dispatch or requisition
forn.

2. Prepares standard requisition form - No. 36-125.

3, Coordinstes with Commo, redical, TES or Security Cffice as their
interests sppear,

k. Prepsres shipping instructions, Form A6k,

S, Fands Requisition snd Instructions to Aree Ceordinator.

6. Tstablishes Requisition File in office,

7. FKesps Pield station informad of progress of supply.

8. Sends information from Master Requisition to Pield piving them
siﬂm%iau as to the Carge Numbers and Identifying Humbers
given this shipment.

9. Heceives VS (Creen) from the Area Coordinstor when shipment
is packed snd ready for shipment.

10. Forwerds by dispatch, the VED to the Field station giving thew
pertinent shipping numbers and other information.

il. pPerferms follow-up and expediting ssrvice on the requisition
and shipment,

SECRET
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VEHICLES - Administretive and Cperstionsl:
AT OO

Supply Sectiom

1. Receives requests for administrative and epsrational vehicles,
new or replacement.

2. Refers to Country Desk to dstermine 1f the vehicle was provided
for in the appropriate project or if the project must be
smended to provide for the purchase or replacement - 1f not
provided for, the Country Desk initintes an amendment.

3. Coordinates with 0ffice of Loglstics, thr Arsa Coordinator,
4o obtain lLogistics approval for the e and for records
PUrposes.

om unauthorized vehicles, contacte ID/P/idmin, for
spproval to meke the purchase.

L. Having cbtained the abovs approvals, notifies the Tield to
proceed with the purchase - poliqy nov¥ dictates the use of
foreign csrs instead of UC makes where practical.

25X1A _ B mby current policy, is suthorized to make
ant ic replacements, within limitstions lald
down by this office, snd provided this office
spproves dispesal of old vehlcls,

5., Receives Vehicle Titles from Fleld and turns them over to Cffice
of Logistics who meintein all vehicle records and accountability.

. T
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GUTRTVERTE TR REAL ESTCIT AND COHE

; ﬁ?agti.am

1s¢ Hecelves recmests for Lhe soguisition, mcl=ace, al%sration or
other action =flechin: remlestate,

2+ Myeparas Justification for the desired aciion and requests
Office of Logistice t0 sccomplist 4in sccordsnce with current
directives snd procedures.

Hote: Mrectives I-plementing the 0f7ice of losistics
reppongibility In thie £leld are now in ihe
process of ubllcations Until these :re rublished
it iz not possible to ldentify tihe exaet steps
thet will be required um the part of the lupply
Seetion. Fowever accountabiliiy lg vested in
the UfTig¢e of Logistice and there appesrs litile
Jusbifiention for the Jivisions $6 naintain
records and inventories,

Sanitized - Approved §§f:ﬂgre_ase : CIA-RDP78-03985A000600020007-3

Security Inforson



Sanitized - Approved For Release : CIA-RDP78-03985A000600020007-3

TAB

Sanitized - Approved For Release : CIA-RDP78-03985A000600020007-3



SECRET
Sanitized - Approved EorReleases CIA-RDP78- 03985A000600020007-3

ST0CK IMVENTORIES s
Divigion Logistics Section:
| 1. Receive Inventories.
2, Retain eopy for files,
3. PYorward Inventories to Office of Logistics

SECRET

Security Information
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RECUBRING EEPORTE:

1, ¥eo recurring reports are being required at this time.

2, The Chief/iE infrequently calls on the Logistical Section f reports
on speeific subjects, 7 *

3. It is anticipated that in the Lmmediate future reports will be re-
quired from the Divislon on such subjects as:

a, Real Estate

b; Stoek Status

¢, Vehicles

In the precessing of these, the Logistical Section will act in the

pesition of coordinators and expediters on behalf of the :ivision
in its relations with the 0ffice of Logistics and the field.
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Securit

pivision Logistics Sectliom

1. Msintains the following registers and logs:

8. Regquisition Log
File number
Vouchar Humber
Carge Rumber
Nomenolsture of first item
Requested Ty
Lestination
Date In
Froject Humber

b. Incoming Dispatch and Ceble Log
Gresn copy of control form

e. Outgoing DTispateh and Cable lLog
Originator
Late
Sumber
Subject
Fate out

2, HKaintsins the following files:
a. Usual files of adwinistrative matter conmon to all offices.

b, HReguisition file consisting of a folder for each requi~
siticn containing all papers pertinent to that order.

¢, Yshicle file - same as for requisitions.
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BOOK ORDEHS :

Division Lopistics Dection:

1.

2.

3.

b
5.

Srders for books, magazines, papers and other publicatiens; are
received from any place in EB/Headquarters and its field stations.

re Book Order, Iiw Card type form, for all requests and
forward to Library Prench 1, which goes on to OCD for purchase.

rerforms distribution in those cases wherc direct delivery can
not be made by or through the Library or direct from the
pablisher,

Servieces complaints on non-delivery.
Isitistes canvass, perlcdically as reqguested by Litrary, to

determine needs and initistes request ts have Library change
periodicels accordingly.
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DIVISION SPACE, FURNITURE ABD TELEPHOME REQUIRZMENTS:
Division Legistics Section:

1, Caloulates end consolidates sll Iivision requirements for
space, furniture and telephone services, and/or moves,

2, Presents such requirements to Ii/f/idain, snd coordinates
between the Uivision end I./F/idmin, in the actual serviecing
ef such requests.

Sanitized - ApproveQJ%E%&Lase : CIA-RDP78-03985A000600020007-3

Informatiop



Sanitized - Approved For Release : CIA-RDP78-03985A000600020007-3

TAB

Sanitized - Approved For Release : CIA-RDP78-03985A000600020007-3



RET
Sanitized - Approved, E§E elease : CIA-RDP78-03985A000600020007-3

DUPLICATING SuRVICE:
Supply Section: |
{Inziudes documents reproduced here for field distribution and documents
sant in from the field - intelligence masterial - NOT administrative and
operational reproduction snd distribution)

1, Preperse, for (0D, an annual cstimate of reproduction costs for
the duplication of intelligence reports and documents.

2. Ffecures the foregoing estimates from the Country Franches end
consolidates to errive &t the Divieion total.
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WRKIOID FICTGES o cpenTIAL

ng Sum}.x

1. Humber of Frojeclts, by tyre, which
reguire the preparct on of logistic

Amnexes &
2. Mumber of Bsguisitiens Preparsd per Yonth 25
Humber of Tine Items on siove 170

3. Property Disposmal ‘cilions prevered ‘
per month Yery rore

HMan Hours involved

ko ‘hmber of Cables and Yispetehes
prepsyed per month ; an

S+ Man Hours spent in conferences
and mestinge 2 est,

6. '"an Hours required in the reviex of
proposed regulatory lspuances ' Lo est,

7. Yumber of reports, imterne’ and
external, regquired and ‘he sublect

Externsl nsne
Internal Yery rare

8, 7T.pe of records waintained snd the
man hours expended

Vehicle Records nene
Property Reconds BONE
Real !state and Lonstructlion nene
Cateloge and Price lists yes How-no est.
hequigition Toge and Files xes Lo
Yo Mumber of actions por wmonth on cenerel
service Lype activities - spoce, Yalor actions
furniture, telerhones only LB hours spent
on present
plans

¥ Tnip dste iz not zvelleble = would require a renusl exe~Snstion
of sach setive project %o esteblish. /n atlempt will be mede to
securdSanitizads ApprosediFof Ruleadex-ClinRDP#8163385A008600020007-3
in conmection with present budgei cutg.: SONFIDENTIAL



